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progress report Instructions

1. This is the template form for annual Progress Reports. If you are submitting an end-of-project Completion Report, please download and use the completion report template.

2. The same report template is used for the Fishery Research Program and the Sea Lamprey Research Program.
3. The purpose of progress reports is to communicate to the Commission progress made to date toward the completion of the project objectives, as well as any potential delays or barriers to achieving project objectives. 
4. Detailed descriptions of the methods, analysis, and results are NOT required for the progress report. However, if such information is available in the form of a draft manuscript, published manuscript, or abstract, it may be submitted as an appendix. See instructions below for report elements and content.

5. Use 11 point font for body text of the report. Do not change font styles or sizes of the headings and subheadings of the form. 
6. Eliminate investigator instructions [contained in brackets] prior to submittal of report.

7. Eliminate this instructions page (page 1) prior to submittal of report.

8. Detailed instructions are embedded within each section of this report form.  
9. Reports must be submitted in electronic format to your contract administrator on or before the completion date. 
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Project progress reports of Commission-sponsored research are made available to the Commission’s Cooperators in the interest of rapid dissemination of information that may be useful in Great Lakes fishery management, research, or administration. The reader should be aware that project completion reports have not been through a peer-review process and that sponsorship of the project by the Commission does not necessarily imply that the findings or conclusions are endorsed by the Commission. Do not cite findings without permission of the author.

project Objectives: 

[Numerically list the project objectives as stated in the project proposal. Under each objective, briefly summarize the results obtained from addressing each objective. For each objective, address the success with which each original objective was met and indicate problems encountered en route to completion. For objectives that have not been completed but were scheduled to have been completed by the time the progress report is written, describe any problems encountered and provide a new date for completion of the objective. For future objectives that have not been completed, discuss foreseeable problems that you expect could delay or prevent the completion of the objective. If any project objective has changed from the project proposal, discuss the rationale for changing the objective. If the project schedule has changed substantially due to problems achieving the objectives, provide a revised schedule for review and approval.] 
DELIVERABLES: 

[It is critical to list all deliverables resulting from the current project to allow the Commission to track research outputs. This list should include all students trained, awards, data sets, database systems, patents, videos, press releases and interviews, public engagements, networking meetings, workshop reports, policy and management briefings, oral and poster presentations at conferences or agency meetings, theses, and draft or published manuscripts. Deliverables should be listed as citations where applicable]

APPENDICES:

[If available, attach any draft or published manuscripts, abstracts for oral/poster presentations and other supporting material describing the research conducted to date. Each manuscript/abstract should be attached as a separate appendix.]

